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CLASS SPECIFICATION 

 

 
 
 
 
TITLE          GRADE EEO-4  CODE 
 
TAX EXAMINER           30      B   7.255 
 
 
EXAMPLES OF WORK:  (The following is used as a partial description and is not restrictive as to 
duties required.) 
 
Tax Examiners are responsible for licensing, collecting taxes and fees, assisting the taxpayer to 
ensure the taxpayer's understanding of and continued compliance with the applicable tax 
statutes.  
  
Incumbents process tax returns by examining data for accuracy, calculating tax, penalty and 
interest if applicable, collecting appropriate payment and posting to taxpayer's account. 
 
Incumbents process applications for license by examining application to verify completeness, 
inputting information into system, researching files to determine previous history, and issuing 
license or one-time permits as appropriate. 
 
Incumbents assist applicants and taxpayers with completing forms and submitting required 
documentation.  Informs them of and interprets Federal and State rules and regulations of the 
particular tax statute(s) pertaining to their operation. 
 
Incumbents maintain files by updating data to reflect name and address changes, closing of 
account, etc. 
 
Incumbents reconcile receipts, monies collected and corresponding documents within each 
category to ensure proper distribution to accounts.  Prepares bank deposits and required reports. 
 
Incumbents answer the telephone and assist callers by providing information regarding tax 
statutes and application procedures. 
 
Incumbents perform related work as required. 
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FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: (These may be
acquired on the job and/or needed to perform the
work assigned.)

Thorough knowledge of the rules and regulations of the tax statutes administered within the work
unit.

ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: (Applicants will be
screened for possession of these through written,
oral, performance or other evaluation procedures.)

Knowledge of standard bookkeeping methods in order to properly debit and credit accounts.

Skill in basic mathematical computations sufficient to calculate taxes, penalties and ensure the
proper balance of accounts.  Skill in operating a computer terminal to effectively input and retrieve
data.

EDUCATION AND/OR WORK EXPERIENCE:

I
Graduation from high school or the equivalent and two years of bookkeeping or collection experience
involving the interpretation and application of rules, regulations or law; OR

II
An equivalent combination of education and experience.

This class specification is used for classification, recruitment and examination purposes.  It is not
to be considered a substitute for work performance standards for positions assigned to this class.
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